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t. ACTION RECOMMENDED 


2. REASONS FOR RECOMMENDATION (If space is n 


We made a survey of the various components of O/RBI and 
discovered that the majority, ol the staffs do not number their 
respective memoranda . The findings of the survey are as follow® 


, eleven (11) offices ware qner Led on their 
procedures for the uustseriug of tnesciauda originated in their 
offices. Of the eleven offices polled, only three had & 
definite numbering system for their documents . Those offices 
having their mm numbering system at. present thought the 
suggestion was & good one but did not see much advantage over 
their present system. It was implied that, even ’with a sew 
procedure (the proposal at hand), they' would probably use their 
own system its addition. Most of those queried were not familiar 
with the mode of control and numbering system used by ot her 
offices and, naturally, were only interested is how their system 
provided a quick and accurate locator for their memoranda files. 


StJMMMlY: Since only a few of the G/DDX offices presently number 

their memoranda .it is felt that an honest appraisal of the 
suggestion be delegated to a component (s) which numbers memoranda 
more consistently than does O/BDI . Additionally, it is believed 
that the proposed suggestion should be identified a© a recom- 
mendation for various offices to follow versus a regulation 
compelling all offices to &e ihtr& to the new? proposed numbering 
system (part IV of the' Suggestion) . 


3. TANGIBLE FIRST-YEAR SAVINGS (Man-hours 


4. INTANGIBLE BENEFITS (See guide on reverse 


5. WHAT OTHER OFFICES, DIVISIONS, ETC. MIGHT ALSO USE THIS IDEA? 
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